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How to Register for an Account 

1. Create a new account by clicking “Login or Register” on the Home page of CAP. 

 
 

2. Click on “Register Here.” 
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3. Provide Email address and click “Next.” 
 

 
 

Following message will appear after you have clicked Next, instructing you to check your 
email.  

 
 

4. You will receive a confirmation email title “Citizen Self Service New User Account 
Confirmation” from munis@danville.ca.gov.   

5. Click on “Confirm” towards the bottom of the email. 

• If the email does not appear in your inbox, please check if it was sent to your 
spam inbox or your junk mail inbox. Please note, spam inbox and junk mail 
inbox may be two separate inboxes.   

• In some cases you may need to contact your organization's or internet 
service provider's email administrator for assistance with your organization's 
spam filter. 

• (Note: Citizen Self Service, CSS, is the name of the platform the Town uses 
for the Town’s online portal.) 
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6. You will be redirected back to the registration page in CSS. Provide required 
information and click on “Next” to continue.  
Be sure to complete all required fields indicated with a red asterisk (*) 

 
 

7. Provide requested information. Be sure to complete all required fields indicated 
with a red asterisk (*). Click on “Next” when ready. 
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8. Provide requested information. Be sure to complete all required fields indicated 
with a red asterisk (*). Click on “Submit” when ready. Your registration is complete 
and you can now log into CSS. 

 
 

9. After you have clicked “Submit” you will be redirected to the “Dashboard” page of 
the portal and you will now be logged in. You can log out and log in by clicking on 
your user name at the upper left corner.  
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Applying For a Building Permit Online 
 

1. Log into your Danville CSS account, click on the “Apply”, then choose the 
appropriate permit type.   

 
 

2. You will now be directed to the Application Assistant which lists all the different 
permit categories that can be applied under. Please review the description of the 
permit category to determine which permit to apply under. Click “Apply” for the 
desired permit.  
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3. There are six Steps in total you will complete to submit your application. Follow 
instructions provided for each step. Be sure to complete all required fields 
indicated with a red asterisk (*). Click on “Next” to proceed to subsequent step.  

For Step 1, please provide project Location if it is required.  
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4. For Step 2, please provide a short description of your project and provide square 
feet of project if required. Lastly, please provide the valuation of the project, which 
shall include cost of labor and materials. Click “Next” when ready to proceed.  

 
 

5. For Step 3, please provide required contacts.  Click “Next” when ready to proceed. 

• All emails provided here will receive status emails on the project.  

• All contacts provided here that have accounts with our site will have access 
to this permit through their account to view plan review letters, upload 
resubmittals/revisions, and view documents associated with this permit. 
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6. For Step 4, please answer questions and provide additional information requested. 
Click “Next” when ready to proceed. 

 
 

7. For Step 5, please add requested attachments. Items required are noted as 
required. Depending on the permit category additional instructions maybe 
provided. In this example, this permit category provides additional information 
regarding CCCSD stamped sheets. Click on the blue boxes to add attachments. Click 
“Next” when ready to proceed. 
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8. After you have added your attachments, click “Next” when ready to proceed. 

 
 

9. For Step 6, review your application. If there is an error, click on the “Back” button 
and make the necessary edits/changes. When ready click “Submit.” 

 
 

Note: Clicking the Save Draft button allows the application to be saved as is without 
submitting. If you are ready to submit your application, click the Submit button to 
submit your permit application for processing. 
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10. Your permit application has been successfully submitted if you see the 
confirmation page shown below. After staff in our Building Division have reviewed 
your application, you will receive an email with further instructions for payment of 
fees, plan review comments (if plan review is required and results in comments), 
and issuance of your permit.  

 
 

See image below for the general next steps following after you submit your application 
online. Depending on the permit category you applied for, your project may require plan 
review. 
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